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Iagloyes Suggestion ~ [NIININIGNE 5. 177 25X1A9a

_ §5-4, Clerk Typist, OCD/Graphics Beglister - 25%{A%a

The suggester proposes that s manual, similar to the Cerrespondence
Hawusl, be developed for all personnel whoe edit and conpose igoney
corpespondence in opder to preovide for miforsity in cerrespondence
throughout the Agency.

The sugpestor sakes no estimste of musetary savings although
shs believes that thore would be considerable maphour savinge of
Lypists, stensgraphers and scoretaries io avoiding the relyping
af correspondenca.

The Gffice of Tradning states that "The fervéspondence Mamusl,
relossed in April 1952 was dosigned to seke all correspondence pro—
eodures vnlfoyn thwoughout the igency and is avallsble to all Agency
perpormel..* OTE further states that ¥, . . dbenographers and typists
should bz the logieel persous to sssuyme responsibility for correct 1o
serrespondence procedurss, . . . overy effert is being wade by the A ‘
instyactors in the Clerienl Urientation Seotdon and in the (leriesl
Befreshsy Jection to tesuh the Correspondence HMaruel to all Clerisal
m@?&e =0 t.m& tm manoal will be move widely used amd wiformity
ef correspondeces will be obtalned.

It sypenrs from the foregoing evalumstion that the methed for
earrying oubt the suggestion is available, however, the lmplesentation
ia another mattar. & comsendabory letier sxpressing the Committee's
appreciation 1o the sugpesteor is recommadsd,
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